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7he | |has been esiatilished for the purpose of

coordinating within CIA Headguarters:

Ha

2e

de

Ve

The receipt, dispatch, collsction, and distribution of official

%A rmil.

The courier and Mespenser sServise.

AUTHORITY

The Chief, General Services DNffice, is responsitle for the maintenance
of the headguarters madl and courier service in asccordance with
paragraph 22-g, %egulation| |

The Chief, Recerds Services Divislon, iz authorized to act for the

{hief, General Services 0ffice, in the administration of the
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PO ST 4

This rervletion is cirectec lowards the sytailisheent o7 an el Meiant

neadguerters wall service invelving the Jollowliy peilcy fact:orss

ne AL mmdl, courier and messenver gperstions 10 be ventrally arDCTe
loed axvest Yo special Peauirarenls sutyect e Lhe apnroval af lbe
repmty Tlescber {Acmlndstr.tionds

L, Maimt.in sohoduled courier and messcpzer plokeup ond dellvery service
Lo mart reTulel AL

Ge Trovide sperisdl serviee a3 Tegulrad,

Fe  CTHTIUED

A, HALY Yoom
{1} Eecelves and controls, vhen nogessary, #1L oifdedsl locoring

wiile

{2} “roceanss and ciepalches all oubgelny mall,

sy  Unurler Service
“ellects, trensports and delivers Lo any required Jestimoilom, 211
tomag 5F security ciassified materdal inclinding %ap secret,

B, ‘wesencer Service

Moketn and delivery within amy CIA ouilding of wdl clascilled wp

threoueh uoorot,

e TN THTLITINE
e ‘*W| hag the “ollawiny renconeitilivies In bhe

admtndateosion o the Aendenariern wndl snpviesy

e

=3 =
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srovide regular acheduled and "special® courler or wmeszenter
service for the entirs headquariers oifices of the Agemey, sxcept
fop those offices providing their own courler ant messanger
service as approved by the Deputy Director {Administration),
provesaes all of ficisl inceming and outgelng wall.

Maintain Hecistry Logs for all incoming and outgoing registered
provide armed courter(s) on speciiic assigmments invelvin: the
risk of thelt or compromise,

frovide, upen specific reguest, courier gervice to destinatlions
gwny from the Washinglon area.

heceive, sort and dlstribule daily ond Swnday newspapers
purchased for use in the Agenty.

reintain an upstoedzte locator Tile of personnel in the Agency
ta facilitate the distridution anc delivery ol miile

Comply with all security measures rejarding mall, courier and
smagonrer cperations,

srovide techaical assistance to CIA offices and officials with
respect to mail, courlder and messenier aperations.

Haintain lisisen with other Uovernment agencies regarding rwil
and courler operatlons,

Compile statistical data ag required Gty the Comptroller, bBudget,

Logistice, Oeneral Services, etc,

{12) Commile data regarding the munber of pieces ol penalty mail

dispatched quarterlye

(13) Prepare certification for| las required in 25X1
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Regulation] | that no misuge of the penalty mail
privilese vas made during the guarter,

mhe Office Replatries and measaje centers are reaponsitle {o¥s

(1) Hawing the mail reedy for the courier(s) or messenzer(s) at
the echeduled time of plckeup.

{2) Processing incoming rmil &8 soon a8 pospible so as not to delay
the celivery of this mail to the actlon denk,

(3) Utilising the meil, courier and messenier service available from

the | |uhenever possible,

(L) Maintaining control or registered saterial after delivery.

A VIRUHES

| I

‘perating procedures for the | wi1) be issued in 25X1

the form of & handbook.

CUHPTULES

Sehedules of courier trips will be jssued periocdlcally in the form

of Hotices, subject to revision in accordance with changes in the

ommnization, location, volume, ote,

ATLRIPTS

{1) Courier's Classified tail Recelpt, CIA Form 35wlb will be used
for the control of sll material tranewitted via the courisr or
nessenger service, which is classified COMFIDENTIAL amd BPCAER,

(2) Courier's Classified #sil Recelpt, CIA Form 35«16 A (pink) will
be used for the control of sll materisl transmitted via the

courier servive, which is classified Tii* SYCRED,
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IMPHENT STAMP AUCOURTS

{1) an Imprest Stamp Account is a point in an of fice authoriped
to maintain a specified muwber of stamps for use in thome
cases where 1t is not considered desivable, for opsrationsl
or security purposes, %6 have the powtage (1.e, postage stams
or meter stamps) affized in the | |

(2) Faregraph b b (1), Begwlstion [ |authorizes the Camptroller
to establish Imprest Stawp Accounta within CIA hesdquarters
when necsssary for operational or securily purposes.

(1) Hequests for authorisation of an Imprest Stamp Account will he
prepared in memorendua form and submitted ny the office head
concerned to the Comptroller, Regquesis should contains
(a) A brief statement of Justilicstion, including reasons

why mail veguiring postage stewmps or seter stamps oaonot

be processed through the

{b) Estimted wvalue of stammps required for no less ihan 30
nrd no more than 60 days,
{c) ¥awe of employee to be designated Custedlan of the Imprest
Htamy Account.
(4} If the Comptroller suthorises the Imprest Stamp Account, the
requesting office will be notified by memorandws of the amount
authorised, A copy of this memorandun will also be forwardsd to

the Chief,| |

(5) Postags stamps will be procured from the Chief, | |

|:|W neans of & memoyandum specifying the nurber and

denominatlons of the stamps required, The Chief, | |
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[ |31 supply the stamis requested and will obtain the

sigpature of the Custodian of the Imprest Starp Account on

the nmemorandun indicating receipt of the stamps by the Custodian,

Haintenayos

{a) Avprogriate personnel in each ofiiee will prepare a Postaje

(k)

{e)

S1ip, Form 35-11 for all ouigoling meil which requires
postage,
If the nsture of the meil is such that postage or meler-

stampe way net be affixed in the| |

the Custodian of the Imprest Stamp Account for that office

wille

(1) Remove the Forms No, 35=-11 from the mall, arfix postage
starps as Tequired, and enter the total value of
postage stamps used on the Form 35«11,

(2) PFile the Forrs 35«11 with the stamps on hand, The
total of amounts shown on the Porms 15«11 plus the
valus of the stamps op hand should, at all times,
equal the amount of the Imprest Stamp Account as
nubhorieed by the Cosptroller,

If the pature of the mail is such that posta;e =ay be

affixed in the| |the procedure pre-

scribed in subparazraph e below shoudd be followed,

{d) Additional stamps will be precured Ly submitiing pro-

cessed Forse No, 35«11 to the | |in

exchange {or stasps.

ﬂ{)‘
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{7} Imprest Stamp .ccounts will not be used lor conducting the
say to day business of the Agemty. They will only be used

for the specific purpose authoriszed. The | | 25X1

has postage stamps on hand and slso has & postage mater machine
available for the repld stamping of large quantities of mail,
{8) A&n office desiring to clove an Imprest Stasp Account ahould
sulznlt & wemorandum to this effect to the Comptroller, The
Comptroller will then arrange for an aundit of the account,.

After the audit hes been completed, the remaining stemps and

ostage Slips will be forwarded to the Chief, | | 25X1
25X1 [ |tw moans of a memorandum informing Kim of the closing
of the sccount,
6, SETAGE
“ail requiring postage whith may be affized in the | | 25X 1
25X1 [ | mst have a Postage 51ip, Porm 35-11, attached, Upon
25X1 receipt in the | | postage stamps or meter stampe

will be affixed to the outgoling mail depending upon the nature of

auweh mail,

25X1
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vesponsitility of the offices in the agensy Lo advise

ihe Jof these sddresses.

{d) #Hail bearing officlal's or individualls home addresses
ag the retun address,

{e) Mail having a CIA, FBIS or 5SU return address, Normally
this mail is dispatched under the pemalty privilege and
1s pot considered to be "Cover® mall, However posiage
gtamps will Le used when 1% goes out of the ordinary class,
25 would be the case for airmeil, parcels over L pounds,
atc. This is done in order met to connsct the retuyn
address (Apeacy) with the postage meter machine,

#9Es Office personnel should state 0O KOT #YTVR® en
sogtape Siip, Porm 35-11 for that mail which they
feel should not be connected to the Agency,

{2) MHeter siamps will be afflxed Lo the rollowing Lypes of "Open®
maile

{a) ¥ail bearing & 2L30 E. Stey He W, return address.

{k) Mail bearing certaln “Open® post cifice box nDunbers ss
the return addrest.

{¢) ail bearing ns return address. (Unless otheruise
indicated on the Postaze Slip, Form 35e11.)

{d) #ail bearing certain known ollices return addresses,

snch as ihe

£, VAINTPHAMCE OF POSTAGE SAMP DAILY SUMMARY BHYRT, FORF NO. 3h-13.
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(1) The Chief, | |and “oatage Stamp Custodians

in field stations will record postage stamp acquisition
and digspomition on CIA Form 3L=13, Postage Stamp aily Susmary
Sheot, as lo.lows
{a) Fnter helerce of stusps an hand in the "Balance™ column
on the Ciret line of each page.
{b) Kecord valuwe ol stamp acquisitiens in the *In® colum,
e the same line, in the "Explanation® column, Htawp

Custodians in Fleld stations will enter the petty cash

woucher nunber and the Chief, will 25X1

siber the requisition mumber,

{¢)} Record vaiue of sitawps used during the day for offivial
business in the "out® column as & sinzle line entyy,

{d) neconcile, al least once a week, bLalamce indicated on
the Tally Swmary Sheet with the phyalcal inventory of
stanca on hand,

{2} Form No. 3L~13, Postage Stamp Deily Summary Sheet, is subject
o sudlt Ly the Auditor-in-Chisfl or his duly appointed ree
gragentablve al his discretlion,

WEPLIVEASLE AL

(1} The protlem of Underliverable ¥ail is always present im the

This iy meil addressed Lo individuasle

Tor which the is unatle to locate sy 25X1

record and therefore cannot elfect delivery,

{2} ¥ail addressed to irdividuals will not be opened in m: 25X1
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| | Such mail will be processed over the

10cator File to determire the office degignation, tullding,
and room musber of the individuals.

{3) If there is 70 secord of the individuals iu the Locator File,
appropriate offices in the Axency will be contacted to apcole
Lain if the individusls are of revord in those olfices. Whan
guch centact fails to disclose any record of the iniividuals,
the meil is considered to be rynderliverable ¥ail® and will be
returned to the Post BITice.

he ADDRESGING oF INTEReOFFICE BAIL

{1} The followlng inrormation should be provided on all intere
ofTice mails
{a) Office of orlgin,.

{v) Office Designation of Addressee
(Ppsition title or name WAY be added if desired)s
{¢) PBuilding Tepignation (neme or nusler)e

(d) Room mmber or Registry address.

NTEs Hail or packape material received in thel |

which ie net addreszed in secordance with

these instructions will be returned to the office of

arigin fov complation or carcectliohs

%o LT OF TUMN COVIGER STHVICE

{1) The | | npon speeilic request, will provide

special courder service 1o out of town destinalions.

(2) In erder to document the uee of such service snc bo insure that

Approved For Release 2005/1 1121. v Cii';&;RbP70-0021 1R000300110063-6
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it is requirsd by a responsitle level of authority, reguesis
for this service will be prepared in memorandum fourm and

sipned at the Division level, These requeste will be sulmitied
o the Chief, Hecords fervicer Division in advarce, when
poesible, of the reguested service, The following informetion
shonld be contained thereing

{g) the destinatien,

(b} ihe approximate size of the mterial,

{0} whan it must leuve,

{d) when 1% rust be delivered.

BT In emergent cases arrangesents msy be made direct with

the Chief, However, this will

not eliminate the need for submitting the sesorancum
dncumentting the use for this service as indicated above,

{4} The Chief, will make 2l)l farther arrange=

nambts, inclinding:

{a) the selection of the courier,

{») 1the preparation of Form 33«27, Travel Order,

{v) the preparstion of Form 33-15, Requ vt Lor Advance, when
AT esTary,

{d) contacting the Transportation Division for informstion
regarding departure and arrival times, and for resorvae

tions ™

{%) The Travel Urders of the courier will be signed by the Chief,

gencral Services or his desiznate,
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